
Why SAS?  

Hi, everybody.  This is Scott and I want to welcome you to this overview of Elluminate’s Session Administration System or SAS (S…A…S).  

The SAS is a management platform for Elluminate.  It’s a backend program that will support our use of Elluminate.  The UF Elluminate community has decided to move to SAS as its preferred platform for creating Elluminate user accounts, scheduling Elluminate sessions, housing recordings, running reports on usage, etc.  

Basically, there are two management platforms available to Elluminate users worldwide.  There is the Elluminate Live Manager (or the ELM), which UF has been using for the past few years.  And then there’s the SAS.  

Well, why are moving to the SAS?  What was wrong with ELM?  Well, the big motivator was that Elluminate announced that it would be retiring the ELM platform over the next couple of years.  So as a community, we figured we would get a jump start and move off of the platform now.  

And there are actually a number of benefits to moving to SAS anyway.  
First, SAS is a much more robust management system than the ELM.  SAS will let us do some detailed reporting for things like session attendance and recordings watched.  These were things we couldn’t do with ELM.
SAS also makes it much easier to find your sessions.  When you log in to SAS using your Elluminate account, you’ll only see…your sessions.  With ELM, you saw everybody’s sessions, which could be very overwhelming.     

The SAS also makes it really easy to find your recordings.  When you create a room, you’re given a link to what’s called a Recordings Table.  And this is a page that just shows…the recordings generated from that room.  And this is great because now you won’t have to dig through dozens of recordings to find your links like you had to do in ELM.  SAS will actually do all of the work for you!      
And finally, using SAS also gives us access to a telephone conference integration feature.  So basically, if you have a telephone conference number at your disposal, you can connect it to your Elluminate room.  And the great thing about that is now your users have the option to participate with a headset mic or a telephone.  So this will give people much greater flexibility in terms of how they can connect to an Elluminate session.  

Overview
Okay, so with all that being said, let’s take a look at this thing called SAS.  In this series, we’re going to focus on just a few key items.  There are numerous things you can do in SAS, but I’ll focus on just what I think is most useful.  

First, I’m going to show you an example course website in the ELS that already has an Elluminate room setup and already has a Recordings Table in place.    

After that, I’ll back up and show you how to get to the SAS website, how to bookmark the page, and how to log in.
I’ll also go over how you can create your own Elluminate rooms using the SAS.  Bear in mind, though, this is a service I provide, so you don’t necessarily have to learn this.  I’ll be providing these instructions just as a courtesy in case there are those who would like to know how to set up their own rooms.  

Along with creating a room, we’ll also explore how to set the Auto Record Feature for a room and also how to add additional moderators to rooms.  

I’ll also go over such items as how to post your meeting links in your course website and also your Recordings Table link.  As I mentioned, that’s the link that will take you to a page that just has your room’s recordings posted on it.    

And finally, we’ll investigate how to edit sessions that have already been created and delete recordings that have already been posted.  
And as a bonus feature, I’ll also give a quick example of how to use the telephone conference integration feature.  

So let’s get started.  
Example Links

Okay, so as I mentioned, I want to start with an example page in the ELS.  This will give you an example of how I’ll be setting up Elluminate links in courses.  Here you can see we have three links.  The first link is what a moderator will click on to enter the classroom.  Notice how it’s labeled very clearly.  The second link is what students will click to enter the same room.  And then last but not least, we have a link called Elluminate Recordings, which will take us to our Recordings Table.  This is a page with just the recordings for this room and this room alone.  

Well, at this point, you may be thinking, “Hey, I’m confused already.  Why are there separate links for moderators and students?  It used to be that we only had one link.  We’d all click on it.  Moderators would log in as moderators and students would log in as guests.  What up with these two links?”  

Well, SAS is structured differently than the ELM system.  When you create a room in SAS it generates a link for the session owner and also a link for guests.  

So let’s say I’m a moderator.  I’ll click on this first link.  This is actually the link to the main login page for the SAS.  Here I can use my Elluminate account to log in.  This takes me to a Splash page that includes various functions.  What I want to see, though, is just the links to my classrooms.  So how do I get to that?  Well, you can see here that it says, “Display Schedule.”  Down you here, you also have various controls filtering your schedule.  For instance, you can sort your schedule by when meetings start and stop.  I would say for the most part, though, you won’t ever need to adjust these settings.  You’ll just have to click on “Display Schedule,” so let’s do that now.  

So this takes me to a page that lists off all of the rooms that I’m allowed to join.  So let’s say that this first room is the one I’d like to enter.  I would just have to click the Join link over here on the right.  

So this looks a lot more complicated that what you might be used to, but it’s really just a matter of clicking the link on the ELS page, logging in to the SAS, clicking “Display Schedule,” and then clicking the Join link for the room that you want.  

All right, so let’s take a look at what students will have to do.  Their process is even easier.  Students will click on the student link.  This takes them to a login screen.  And here they can put in whatever name they want (preferably their full name) and then click Log in.  So that’s very easy.  

Back in the course, I can also click on the Elluminate Recordings link.  This opens up a page.  And you can see that this includes the recording links just for this room.     
So overall, with SAS in place, this is what your Elluminate page will look like in the ELS.  This will be set up for you, so you won’t have to do this yourself.  

Now if you do want to know how to create your own rooms, post your own links, etc. let’s continue on with the next few segments of this video series.    
Bookmarking SAS

All right.  So let’s begin with the beginning.  Here is the SAS web page.  It’s a very short and simple URL.  This looks a little complicated here, but it’s really just sas.elluminate.com.  If you type that into a web browser, it’ll take you to the page you see here.  

I would recommend bookmarking this site so you can quickly access it whenever you’d like.  To do that in Internet Explorer, I’ll click Favorites ( Add to Favorites.   
Logging in to SAS

Next let’s log into SAS.  For this you’ll need your Elluminate account.  If you had an active account in ELM, prior to April 2010, rest assured, it has been transferred over to SAS, so the same username and password should work.  If you don’t have an account in SAS (or you can’t remember your old account from ELM), you’ll want to contact mediahelp@cop.ufl.edu.  
So at this point, I’ll log in to SAS.  I’ll type in my user name…and password…and then I’ll click Login.  And this takes me to the same Splash Screen we saw earlier.  
Scheduling Sessions
From the main page here, which is called the “My Elluminate” page, we can use this button here on the left to schedule a meeting.  So I’ll go ahead and click “Schedule a Meeting.” 

This takes me to a basic meeting creation form.  If I wanted to, I could just enter a session name, indicate the start and ends times, and then click “Create the Session.”  

Notice over here on the left, though, that we have a number of other settings we can choose to adjust.  We have Show Advanced Fields, Show Default Fields, Show Content Preloads, and Show Invitees.  I’ll go ahead and click all of these to expand the sections on my page here.  

And let’s take a look at these one at a time.  For the Advanced field, this is just the time zone.  We are, of course, the Eastern Standard time zone.  

Down here, we have the default field.  This is where we can really get into the nitty gritty of a session in terms of its settings.  Here you can see that I’ll be hosting the session.  Session type is irrelevant, so this is something we can skip for our purposes.  
Next we have Notify Invitees.  I would recommend you don’t use this.  It’s likely the case that you will never be inviting people to your Elluminate session one at a time via email.  The other issue I have with this is that the emails that Elluminate automatically generates are not detailed enough for our purposes.  Should you want to send invitations via email, I would highly recommend using the Pharmacy template below this video instead.  Using that template will assure that students have all of the information they'll need to enter your session and that they know whom to contact for support, etc.
Down here we have “Must Be Supervised.”  This indicates whether or not chairs may view Private messages between participants.  In ELM this feature was activated by default.  Here it’s not.  So if you like seeing all of the text messages that take place in a session (even those that are from participant to participant), you’ll want to activate this feature.  Personally, I would activate this.  Otherwise, you’re leaving to door wide open for people to have side conversations and not be engaged in the activity that you’re leading.   

 Next we “Permissions On.”  This tells us whether or not participants in the session have full privileges when they join the session.  If you enable this feature, this give your participants access to privileges like the microphone, text chat, whiteboard, application sharing, and webcam.  If you deactivate this feature, participants won’t have any of these privileges and you’ll have to activate these features one at a time by clicking on the top of each of the privilege columns.  For instance, if you just want people to have the microphone privilege and nothing else, you might consider not checking this box and then clicking the top of the microphone column right before your event starts.  This will allow you to activate just that tool for all of your users.  

Next on the list is Enable Recording.  This enables a moderator to turn on and off the recorder during the session.  I would recommend always keeping this enabled.  This doesn’t set your room to be automatically recorded.  It just gives you the option to have the ability to record period.   Later on in this tutorial, I’ll show you how to set up a room that gets automatically recorded when people enter the session.  But for now, we’ll just activate enable recording.   

Email Recording Link?  This says, “If a recording is made, session attendees who were invited to the session using the SAS are automatically emailed after the session with recording playback information.”  So this means only those who have official SAS accounts and were “invited” to your session will get an email with the recording link.  In other words, you would get an email and any other moderator of the session would get an email.  Honestly, I probably wouldn’t bother with this.  Students will likely be more interested in getting the recording links and those, as I’ve mentioned, will be automatically available through their course website via the Recordings Table.   

Enable Recording Viewer Details.  This is helpful if you’d like to know who has been watching your recordings and when.  If you enable this feature, it will capture these details from the viewers.  Basically, viewers will be prompted to enter a name and/or email address before they can watch a video and that information will get stored in a report.   

 Allow In-Session Invitations.  This gives you the ability to send an email invitation directly from within the session.  I would recommend not doing this because as I mentioned the emails that Elluminate generates are not detailed enough.  You’ll want to use the Pharmacy template below instead.        
Hide Attendee Names.  This hides the names of the attendees in recordings.  Maybe you just want the video to capture the content of the session and you don’t want the names to appear in the Participants list.  If so, you can enable this feature.   

 Video Quality.  This determines the Video Quality setting to use when recording a session.  I would just leave this at Fine Color since that is the best quality.   

 Here we have Boundary Time.   This is the number of minutes before the start time a participant may join the session.  So for example, if you want to create a session that will take place tomorrow from 8:00—9:00 PM but you want to give people the option to arrive up to 30 minutes early, you can set the boundary time to 30 minutes.  For the most part, though, you probably won’t need to worry about this setting.  Most people just create one room that stays open for several months.  And this allows people to show up as early as they want.  
 Next, we have maximum simultaneous talkers and maximum simultaneous cameras.  This tells me how many people can be on the microphone and how many people can broadcast from their webcam at the same time.  The default here is actually just one.  I would recommend having at least two for each of these.    

Beneath that, we have a series of fields related to the telephone conference feature I mentioned earlier.  If you have access to a telephone conference number and pin, you just have to paste those numbers into each of these fields.  So for example, I’ll just use a fake number and pin code here.  I’ll put this info in for the moderator phone.  And I’ll put this same info in for the participant phone.  
Next it asks for a Session SIP or Phone.  Because we are dealing with an actual phone number, we would just say “Phone.”  SIP address is not something we need to worry about.  

And then down here, this is the phone number and pin that the Elluminate session itself will need to use to connect with the telephone conference.  And these will be the same numbers as above.  So here I’ll put the same telephone number.  And beneath that, I’ll put the same pin code.  
Okay, so moving along, down here we have the option to preload content.  SAS gives us the option to upload Whiteboard files, Elluminate Plan files, or other multimedia files.  As far as whiteboard files go, this is really only helpful if you've already used Elluminate to save pre-existing whiteboard content or convert PowerPoint presentations to whiteboard files.  In terms of Plan files, UF actually does not have a license for Elluminate Plan, so this is not an option for us currently.  In terms of multimedia files, this refers to files like Flash movies, mpegs, and Quicktime movies.  Really the main benefit to preloading content is that it puts the content into your session before you arrive.  For the most part, though, people are really only loading PowerPoint presentations.  And this is very quick and easy to do from within the session itself.    

Finally, down here at the bottom we have the “Invite” section and I would recommend just skipping this section entirely.  This feature would require you to create a Contacts lists and ultimately this would generates automatic emails.  And as I’ve already mentioned, you’ll want to use the Pharmacy-specific email template that I’ve included below this series.  
All right, so at this point, I’ve entered all of my information.  I’ll scroll back to the top and click “Create the Session.”  

 This takes me to a session details page.  Here we can see a variety of details.  The most important detail, however, is the Guest link down here at the bottom.  This is the link that you’ll give to your participants.  The link that YOU will click to enter this room is back on your “My Elluminate” page.  You can go to this page and click Display Schedule to find the link you can use to join with your moderator account.  The guest link, though, is what your participants will use to enter the session.  
Adding Additional Moderators to Sessions
Well, now wait a second.  What if I want to add additional moderators to a room that I’ve created?  Maybe I’m team teaching a course and I need to make sure my team members all show up as moderators when they enter the room.  Well, the process is a little bit different with SAS than it is with ELM.  In SAS, what I need to do first is click on Utilities.  
Next I’ll click on Meetings.  This takes me to a page with all of my meetings listed.  Next I click on the button next to the meeting I’d like to update.  Then I’ll click on Invitees.  From here, I can click on Users.  And this will give me the opportunity to add in people who already have accounts in the system. 

Here it takes me to a page that will allow me to filter users.  There are a number of ways to filter users, but I think the easiest way is just to go to last name, choose the equals sign from the drop down menu, and then type in the person’s last name.  So for instance, maybe I’d like to add Dr. Brushwood to this rooms as a moderator (or chair) of the session.  All right.  So I’ll go to last name, choose equals, and then type Brushwood.  Then I’ll click Accept.  And as you can see here, it brings up his name.  

Now I can just click the button next to his name and click Accept.  And now here is the most important part.  The system asks me, would I like to add this person as a Chairperson for this session?  A chair is the equivalent of a moderator, so I’ll say Yes.
Now if I click the Back button, I’ll see David Brushwood added to the meeting.  If I click on the button next to his name, I’ll see in this right panel that he is added to the session as a Chairperson, which means he’ll be a moderator. 

Now down here you can see that the system has generated an individualized link just for David Brushwood.  I would recommend ignoring this.  The better route, in my opinion, is to have this person just log in to SAS and find the link to this session on his Schedule page.  After all, we’re dealing with someone who already has an account in the SAS.

So there you have it.  That’s how you add additional moderators to a room.  
Setting Auto Record Feature
Now what if I want to set up my meeting room so that it will be automatically recorded whenever someone enters the room?  This is a feature we enjoyed with the ELM system, so how do we do that here?  Well, it’s a little bit more buried in SAS, but let me show you how to set this up.

First I’ll click on Utilities.  And then I’ll click on Meetings.  Next I’ll click on the button next to the meeting name.  And then from here, I’ll click on Edit.

Over here on the right, I can see the meeting details.  If I scroll down, I’ll come to the Recording section.  

For Recording Mode, I’ll choose Automatic from the dropdown menu. 

And then I’m all set.  I just have to click Save.  And now my meeting is set up to be automatically recorded any time people enter the room.  
Adding SAS Link to the ELS

Now what if I’d like post a link in the ELS for my moderators to use to enter our Elluminate room?  Well as I mentioned earlier, you’ll have to post one link for the moderators and a separate link for your participants.  

When it comes to moderators, you can just post the link for the SAS home page.  That’s http://sas.elluminate.com.  So long as you’ve already added your team members to your session as moderators, they’ll be able to see the link to your room from their schedule page.  If you’re not sure how to add additional moderators to a room, you’ll want to take a look at the video in this series that deals with this topic.  Let’s assume, though, that we’ve already added all of our moderators to our room.  

At this point, we can head over to the ELS.  From within my course, I’ll first click on the Build tab.  I’ll go to the page where I’d like the link to appear.  I’ll click on Add Content Link and then Web Link.  Then I’ll click on Create Web Link.    
Here I can enter the name of the link.  So maybe I say “Elluminate Room: Moderator Entry Only.” 

Down here for the URL I’ll put the link to the SAS home page.  For the best functionality, it’s best to have this website open outside of the ELS, so I’ll click on “Open in a new browser Window.”  And then I’ll click on Save.  And now I can see my link posted here on the page.  To test it out, I can go to the Teach tab or the Student View tab and then click on the link.
Adding a Guest Link to ELS

If you’d like to add a link in the ELS for your participants to use to enter your Elluminate room, you’ll need to post what’s called the “Guest link.”  This is the link at the bottom of the session details page that appears immediately after you create a session.  If you’ve lost track of this page and need to find your way back to this info, here’s what to do.  

First I’ll click on Utilities.  Then I’ll click on Meetings.  Next I’ll click the button next to the meeting in question.  Then I’ll click on Advanced.  This will bring up various links for this particular session.  
From here, I’ll copy the Guest link because this is what I need to paste into my ELS course website.  

Back in the ELS, I’ll click on the Build tab.   I’ll go to the page where I’d like the link to appear.  I’ll click on Add Content Link and then Web Link.  Then I’ll click on Create Web Link.    

Here I can enter the name of the link.  So maybe I say “Elluminate Room: Student Entry Only.” 

Down here for the URL, I’ll delete what’s already there and I’ll paste in the link that I copied earlier.  To prevent students from getting error messages, it’s best to have this link open outside of the ELS, so I’ll click on “Open in a new browser Window.”  And then I’ll click on Save.  

And now I can see my link posted here on the page.  To test it out, I’ll go to the Student View tab and then click on the link.

Adding Recording Link Table to ELS

As I’ve mentioned the Recording Link Table or Playback table is a page that includes just the recording links for your particular room.  This is a great link to post in your course because it will prevent you from having to post recording links one at a time.  

Setting this up is really easy.  First I’ll click on Utilities.  Then I’ll click on Meetings.  Next I’ll click the button next to the meeting in question.  Then I’ll click on Advanced.  And this will bring up various links for this particular session.  

From here, I’ll copy the Playback Table link because this is what I need to paste into my ELS course website.  

Back in the ELS, I’ll click on the Build tab.   I’ll go to the page where I’d like the link to appear.  I’ll click on Add Content Link and then Web Link.  Then I’ll click on Create Web Link.    

Here I can enter the name of the link.  So maybe I say “Elluminate Recordings.”   

Down here for the URL I’ll delete what’s already there and I’ll paste in the link that I copied earlier.  To prevent students from getting error messages, it’s best to have this link open outside of the ELS, so I’ll click on “Open in a new browser Window.”  And then I’ll click on Save.  

And now I can see my link posted here on the page.  To test it out, I’ll go to the Student View tab and then click on the link.  This brings up the page will all the recordings for my particular room.  
Editing Sessions

So suppose you’ve created your Elluminate room, but you need to go back and change some of the settings.  How do you do that?  Well, I’ll show you a couple ways to do this in SAS.  
The first way involves going to your My Elluminate page, adjusting the filtering criteria as necessary, and then clicking on Display Schedule.  On the page that appears, you can click the “Edit” link for the room you wish to update.  This returns you to the page where you initially created your meeting.  Therefore, you can maximize settings like Advanced Fields, Default Fields, and Invitees.  From here, you can adjust the available settings and then click Update the Session.  

Another way to edit a session is to click Utilities and then click Meetings.  Next I can click on the button next to the meeting name… and then click Edit.  From here, I can adjust settings on the right hand panel and then click Save.  

Keep in mind that adjusting meeting settings after a session has already been created will not affect the Guest link to the session.  Therefore, you won’t need to post or send a new link to your participants. 
Deleting Recordings
So suppose you create a recording in Elluminate and for whatever reason you just want to get rid of it.  Or suppose you notice on your Playback table that there is a bunch of what I would call “stray recordings.”  Maybe you have your room set up to be automatically recorded and you’re finding that there are several “extra” recordings in your table that are the result of students entering the room in between scheduled classes to test out their connections, meet up with their classmates, etc.  

So how do we delete these types of recordings?  Well, I’ll start on the Utilities tab and then I’ll click on Meetings. 
Then I’ll click on the button next to the meeting in question.   

Next I’ll click on Rooms.  Think of “Rooms” as being the individual instances of a meeting.  You might have a session that spans several months.  Maybe it starts in January and ends in May.  The rooms would be all of the times when people enter that space for any period of time.   
For example, on this page, I can see multiple instances when people entered this session.  Furthermore, in the Recorded column, I can see whether or not the instance was recorded.  For example, this one here says “true,” which means that this session was recorded.  To delete the recording, I’ll click on the button next to name of the instance.  Then I’ll click on Recording.  This takes me to a page with all of this particular recording’s details.  From here, I can click on Delete.  And finally, I’ll click on Yes.  And that’s how you delete a recording.  

Bonus Track: Telephone Conferencing with Elluminate

I mentioned earlier that one of the neat things about SAS is that it gives us access to a version of Elluminate that includes a telephone conference feature.  

If you have access to a telephone conference number and your Elluminate session has the teleconference feature enabled, this will be indicated in the Audio section of the screen.  So in this example, you can see that this feature is available.  So let’s try this out.  

The first thing I’ll need to do is create a bridge between this Elluminate room and the teleconference number that was set…when this room was created.  To do that, I’ll click on this icon here.  This is the “Connect to the telephone conference” icon.  

The connection process will be indicated on your screen.  You should hear the teleconference announcement in your headset.  Keep in mind there will probably be some pauses or breaks in the announcement that seem unnatural.  But this is only because a piece of technology is connecting to the conference as opposed to a human being punching numbers on an actual phone.    

If you don’t hear the teleconference announcement in your headset, you’ll want to click the “Reannounce” button.  And once you’ve heard the announcement in its entirety, you’ll click “Confirm.”  

You’ll then see “Teleconference (Bridge)” listed as a “Participant” in the Participants area.  
So now anyone who is using a telephone to speak in this session will come through this channel.  And what’s neat about this arrangement is that everyone will be able to hear everybody else in the session.  People talking on their phones will hear everything that’s happening.  People talking through their headset mics will hear everyone as well.  

So the real power of having a conference call number and having the conference call feature enabled in Elluminate is that it gives people greater flexibility in terms of how they can connect to a session.  
Additional Information
There are so many things you can do in SAS.  This video series has really only scratched the surface of what’s possible.  If you have additional questions about the SAS, please contact mediahelp@cop.ufl.edu.
You can also visit the SAS training resources available on Elluminate’s website:
http://www.elluminate.com/Services/Training/Administrative_Documentation/?id=359   
I hope you’ve enjoyed learning about the SAS.  Best of luck!  And take care!

